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Valley Forge Park Alliance 
Job Description 

 

Job Title:  Development Director/Grant Writer 

Reports to:  Executive Director 

Status:  Part-time position 

 

SUMMARY: This position working in concert with the ED and Board of Directors, is the staff member 

responsible for the full range of fund development activities for the organization. These activities include 

grant writing and reporting with public agencies, private foundations and corporations along with 

cultivation of current donors. Specifically, this staff is responsible for writing proposals for both 

unrestricted operating revenue and restricted projects and for submitting timely and accurate reports for 

all existing grant funded projects. Additionally, s/he further perpetuates the collaborative working 

relationship that exists between the Alliance and the Valley Forge National Historical Park by ensuring 

that development activities fall within the scope of those allowed in accordance with NPS policy and will 

coordinate the organization's varied events held throughout the year. Finally, there will be some 

involvement in VFPA capital campaign efforts. 

 
A. Essential Duties & Responsibilities including the following. (Other duties may be assigned) 
 

1. Responsible for conducting the full range of activities required to prepare, submit, and manage 
grant proposals to foundation and corporate sources.  

 
2. Perform prospect research on foundations and corporations to evaluate prospects for corporate 

and foundation grants.  
 

3. Work with finance to gather information necessary to report to corporate/foundation funders on 

current grant programs.   

 
4. Provide stewardship to current donors, including working with ED to provide regular written 

updates (newsletters, annual reports, etc.) to the organization’s Board, and corporate and 
foundation donors.  

 
5. Manage and maintain a portfolio of high-level donors. These donors should have the highest level 

of capacity and giving history and require attention.   
 

6. Understanding of the organization's history and programs.  
 

7. Make appointments for and accompany the ED with foundation officers and other prospects, arrange 

for onsite tours for supporters (foundation officers, foundation trustees). 

 

8. Maintain current records in database and in paper files, including grant tracking and reporting.  
 

9. Provide coordination and oversight for major fundraising events and assist with other fundraising 
projects as requested.  

 
10. Oversee budget for areas of responsibility by tracking and reporting against objectives.  
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B. Knowledge and Skills 
 

1. Strong written communication skills; ability to write clear, structured, articulate, and persuasive 
proposals. 

 
2. Strong editing skills. Attention to detail. Ability to meet deadlines. 
 
3. Knowledge of sources for fundraising information (i.e. Grant Gopher, Fund Net Services, etc.)  

 
4. Knowledge of basic fundraising techniques including direct exposure in creating strategies for 

all fund development areas (annual fund, major gifts, special events and planned-giving, etc.)   
 
5. Exceptional networking, cultivation and relationship building skills. 
 
6. Excellent skills with office technology and information systems (including Google Apps, Word, 

Excel, PowerPoint) and familiarity with membership/donor database applications (i.e. Donor 
Perfect, Raisers Edge, File Maker Pro and others) . 

 
7. Demonstrated ability to multi-task and work successfully in a fast-paced environment. 
 

8. Ability to establish and monitor priorities, remain flexible, meet deadlines, and have fun. 
 

C. Qualifications  

1.    Minimum of one-year experience with grant  writing  

2.    Previous experience with non-profit fundraising 

3.    Experience working in deadline-driven environments 

4.    Able to work well in a team environment and handle multiple assignments 

5.    Ability to monitor and meet income goals 

6.    Willingness to travel locally and availability to work on weekends and evenings as necessary 

7.    Background check (required) 

 

D. Job Specifications 
 

While performing the duties of this job, the employee is sometimes exposed to outside weather 

conditions while traveling between offices. The position requires ability to work in an office environment, 

to move between buildings on uneven terrain, to occasionally lift-up to 10 pounds and do significant 

amounts of keyboarding. Must have a valid driver's license. We are an equal opportunity employer . 

 

E. Compensation 

Commensurate with experience and other qualifications. 

 
F. Application 
 

Send cover letter and resume with three (3) references to marie@vfparkalliance.org. No phone calls, 
please. Within your letter, please respond to the following: 

• Why is the mission of the Valley Forge Park Alliance of interest to you? 

• How do your experiences, personal strengths and leadership abilities prepare you for this position? 

• Describe a successful individual or corporate donor fundraising campaign with which you have 

been involved or provided a leadership role? 

 
To be considered, applications must be received no later than  June 29th, 2019  
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